Financial Disclosure Management
Version 2.0

How to File an OGE 450 Report
How To Guide

Before you Begin...

¢  You need Common Access Card (CAC)
to eSign your OGE 450 Report, and

®  You must be registered as an FDM user.
Refer to How to Self Register for FDM
for details.

/Overview \

This How To Guide provides instructions for
using FDM to perform:

e  Getting Started

e Entering Report Data

e  Wrapping Up

\_

e Loginto FDM. Refer to How to Login to FDM for details.

Getting Started
1. Select a ,@ Financial Disclosure Management
I'ep()l't. My Reports| My Info|Review Filers|Admin|Resources

Reports List

/'

Click the My Reports
tab to display the
Reports List page.

My OGE 450 Reports

Reporting Status

Welcome Faye A, Baxter
¥ Annual OGE 450 Reports are due 30 November,

¢ To start a3 new OGE 450 report click "add New Report”
@ To work on an existing report select a report from the table below.

To create a new
report, click Add New
Report.

Add New Report

‘ 2005 ‘ Annual

Draft 09/22/2005

Review Status Last Updated
Edit
Delet

For an existing report:

In Click To...
Draft Edit

Delete
Under Amend
Review View

enter data before eSigning

delete report before eSigning
edit a report after eSigning (rare)
Read but not edit a report

2. Get
Organized.

Financial Disclosure Managy,

My Reports|My Info ReviW’s Admin |Resources

/2 Note: FDM displays the My Reports tab
menu items. You can click Reports List to go back

Report Data

to the Reports list page. Other menu items

1. Retrieve

1] | (Attachments for example) are inactive until you

source

Getting Organized

\“Se‘r up” your report.

information if

# Note: You must have Adobe Reader 8.0 or later installed on your PC to view and print the report

carnmon rmistskes?

Click to see what version you have.

required. TesT

+ How is my finandial
information protected?

4 Tax return

4 Rental agreements

2. Click Continue
when ready.

ou may find it helpful to have this information to prepare your report:
4 A copy of your previous OGE 450 (if you have filed before)

4 Brokerage and/or mutual fund statements
4 Any agreements or arrangements from past, current or future employers

¢ Mortgage statement (for any properties that are not your principal residence)
% Credit card (if over £10,000) and any other loan statements

\ Continue &

« Can I get a blank
QGE 4507

» Gloszary
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3. Set up
Report. s

Special Governn

enployee who i refined, desigrte, appor
it copensaton, fornotto xceed 130 days
en  ulline c temitent bass.

What is the reporti
Are you a Special Government Empld T
Oves ©No © naw Fnrann

<4Back
4Back

Seor e e o

- Make entries and click Continue on each page.
- FDM r‘eminds you 1,0 en,'_er‘ I"equir‘ed data. Draft - Faye A. Baxter, 2005 Annual OGE 450 Report

) “ " . a Non-inuastment incame | [Azeets | [ Uabiities | [ utside positons ] [ Agraaments | [ [Wrap U
- The report is not “set up" until you see the

Due Date page. - <Back

You can now click Continue, or click LOGOUT \>

and return later to complete your report.

> Report needs to be submitted by: 11/30/2005

Sacory snd Privasy fiotes | Help | Accssibily | Developad by: € LW

4. Enter contact
information.

My Reports| My Info |Revievs Filers | Admin [Resources
| Report Data

Draft - Faye A. Baxter, 2005 Annual OGE 450 Report

1. Enter missing
data (Example:

| e | | Wrap Us

P g s Gontact Information Common Questions
OSl'rlOﬂ, Agency, Last Name: Banter ~ ] o Elkem

First Name: Fape |
Branch, Addr'ess). Middle Initial: B

Civil
Employment Category:§ © S5 o o [Gsis Enter grade as ©7, GS13, etc.
O Military

Position/Title: [Administrator
Agency: )
Branch/Unit: [IT

Government Office Telephone: [732 |- [555 |- [1234
Address Line 1:

Address Line 2: (optional)
City /Province: |Tinton Falls
State: [ ~
Country: Usa -
Zip Code: [o77o3 |- (zip+4 optional)
<4Back Continue &

W\ Accessibility | Developed by: C-E LCMC
2. Click Continue.

Entering Report Data (2 Note: All Report Data pages function in the same
manner. Use this section as a reference to enter data on

1. Indicate if Ry ey any Report Data page.
you have data

to report.

My Reports [My Info|Resources & T LOsOUT

Report Data
Braft—FayeABd t‘ﬂmm&ﬁeﬂeﬁeﬂ—\

[CAssets |[ Lisbilities || Outside Positions [ Agreements

Non-Investment Income

o What non-investment

1.
Click Yes to enter data for a

report catego fons: Report for yourself and your spouse: For yourself, report all sources of salary and eamed income such as salaries, fees, and honoraria (other than inceme ean [ exclude?
P gory. LS. Government salary or retirement benefis, such as the Thrift Savings Plan) which genersted more than $200 in income during the: reporting period. For your L ep—_
or spouse, report all sources of salary and eamed income (other than LLS. Government salary or retirement benefits, such as the Thrit Savings Pian) orester than examples of repartable
§1,000 (for honoraria if greater than $200) during the reparting period!. Exclude your dependent child's eamed income non-investment
. . . incamne?
Click No if you have nothing Reporting Period: 10/01/2004 through 09/30/2005  Glossary
During the reporting period, did you, or your spouse receive any reportable non-investment income?
to report for a category. N oo
Oves OnNo
4Back » Continue ¥
— L

2. Click Continue.

Sacurity and Privacy Notice | Help | Aczassibility | Developed by: C-E LCMC
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2. Enter Report @, Financial Dloure Management
Data.

1. Enter data. \

each Report Data category.

/2 Note: Non-Investment Income is highlighted
to indicate that you are on that page now.
You must indicate if you have anything to report for

[ssets | [Liskilities | [ outside Positions | [Agresments | [Gifes | [wirap Up |

P o
Staw: v IS & me
e —— oo Non-Investment Income

2. Click Save.

Mot

Common Questions

= What pon-investmeant

M e Instructions: F . . . .
such as salwries] — To pevise this record, click Edit.

- Savings Plan) wi . .
sources of sl To remove this record, click Delete.

Savings Plan) o

To add another record for

sepencert ol To add a comment for this record, click Add Comment.

?

ble

this category click Add.
g f’y Source of Income Type of Income owner :‘;;]i:?negr

Joe Barter Salary (other than Federal 4{&“ nesme
Carteret, ), Usa ™ Goveaument] SRS P | Seletenoome

T > .
0 go to Thg next R.eporf Data 4Back e Add Income Continue »
category click Continue. Secuite snd vy et e T Aece s by | Develapad by: C-E LOMC

Wrap Up L2 Note: You cannot perform Wrap Up if:

e Your FDM registration is pending approval

e Red flags (missing or invalid data) are on your report.

Perform the
wrap up steps. Reparcoia

Draft - Faye A. Baxter, 2005 Annual OGE 450 Report

ing Started | [N ] (Fest | [Cbittis | [Gutside positions | [Agreement: | [Girs | [EETRTS

Report Ready for Submission

1. Make entries and

click Continue on each hhereven

Wf‘ap Up page. < , z:::: J Draft - Faye A. Baxter, 2005 Annual OGE 450 Report
Back

Fa

@ Signing with v
Securtty and #1 method of sian|

@ To do sa dlick °|
& Clck“Sign & Submie” balow to submit your report,

Note: If for sor
click here to sul & Your Suparvisor, Asdb Sec wil ba natified of your submission.

2. Click Sign & Submit.

4Back mﬂ\—> Sign & Submit >

Bevaapad b D

Refer to How to eSign for Filers
for details on how to eSign.
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